Portsmouth, Virginia Police Department 
General Orders Manual 
Police Radio Communications OPR | 08 


Effective: 07.01.08 10 pages 
Supersedes: | OPR-08 (07.01.07) 


PURPOSE: To establish a uniform method for the operation of the police radio 
communications system. 


POLICY: The Police Department through the Emergency Communications Center (ECC) is 
the managing authority of the City’s radio communications system. The Police Department, in 
conjunction with the ECC, sets guidelines for the police use of this system. All Police 
Department personnel, except those in administrative or office assignments, will remain 
accessible by radio at all times while on duty unless in court or exempted by their 
Commanding Officer. 


PROCEDURES: 
L. General 


A. Uniformed Patrol (UP) personnel with radios will sign on the air at the beginning 
of each tour of duty with the following information: radio call sign/beat 
assignment, ID number, vehicle number, and radio number (if other than 
assigned). All other personnel will simply sign on with their permanently 
assigned unit number. All units will sign off the air upon securing from duty. 


B. All units will inform the dispatcher prior to changing channels so that ECC is 
constantly aware of each unit's status. 


C. Officers will not request instructions or advice from the dispatcher as to how to 
handle particular situations. This type of assistance will only be sought from a 
police supervisor or senior officer. Further, dispatchers will not give advice to 
officers regarding the handling of calls. 


D. Officers and dispatchers will maintain a professional demeanor at all times on the 
radio, and will channel any complaints through their supervisors for follow-up. 


E. UP officers will acknowledge all initial calls from the dispatcher by giving their unit 
number and location. 


F. Dispatchers will conclude all conversations and dispatched messages by 
repeating the unit number and the current military time. 
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When an officer is dispatched on a call without a back-up unit, and due to 
personal knowledge or experience he/she feels there is a potential for danger, 
the officer will request that a back up be dispatched. 


When a unit fails to acknowledge the radio for a dispatched call after the second 
attempt, the dispatcher will wait 30 seconds before calling again. If no contact is 
made after three attempts, another unit will be given the call and the first unit’s 
supervisor will be notified for further action. This same procedure will also apply 
when a dispatcher fails to acknowledge a unit. If the dispatcher is busy with 
another task at the moment, he/she will reply “stand-by!” 


Officers designated as primary units will be in charge of the incidents to which 
they are dispatched, and will be responsible for all related reports, unless they 
are relieved by an investigative unit or a supervisor. Officers assigned as back- 
up units will remain at the scene until their assistance is no longer needed and 
they are released by the primary unit or a supervisor. 


For the purpose of dispatching, field-training units will be treated as one-officer 
units. 


Radio Care: Portable radios will be carried in Department issued holders. They should 
be protected from the elements and treated with the proper degree of care so as not to 
damage any components. 


Dispatcher Services: The dispatchers will provide the following services to police 
personnel upon request: 


A. 


B. 


Computer checks (DMV, NCIC, VCIN, TENPIN, TRACER, etc.). 


Notification of other emergency services (i.e. Fire Department, Emergency 
Medical Services, and other police agencies). 


Requests for towing services. 

Notification of responsible parties (i.e. vehicle, home, business owners/mangers). 
Exact locations (i.e. numerical addresses, intersecting streets). 

Location of other officers/emergency personnel. 


Other police-related services as needed. 


Radio Conversation and Phraseology 


A. 


Personnel should listen before transmitting to avoid interfering with other radio 
traffic. The International Phonetic Alphabet (IPA) will be used as necessary to 
prevent misinterpretation of information. 
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U |Uniform 


November W | Whiskey 


B. All communications will be direct and concise, in plain language, utilizing as little 
airtime as possible. ECC and police supervisors will monitor the radio for 
unnecessary or unprofessional communications, and will take appropriate 
corrective action when needed. When giving the clearing action taken, use only 
the one that most clearly identifies the action. The following Standard 
Transmissions will be the only exceptions to the plain language rule*: 


-A situation in which either the responder or dispatcher has identified an 
immediate threat and must convey this to a partner, other responders or 
dispatcher without alerting the subject. 


-A situation that is unstable, but there is no immediate life threat. Backup/law 
enforcement should expedite, but an overt request could escalate the situation. 


-A situation in which a responder wishes to alert a partner, other responders or 
dispatcher that the intention is to take a subject into custody and resistance is 
anticipated. This could also be in the context of a directive to take the subject into 
custody and expect resistance. 


-Indicates caller is holding sensitive information relating to an individual(s) that is 
possibly within earshot. 


*10-4 is retained and may be utilized to indicate an affirmative response. 
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Clearing Codes (proceeded by “Clear Unit #,” followed by plain language 
as follows): 

Advised/will comply 

Accident investigated 

Arrest made 

Cleared/canceled by 

Complied with 

False alarm 

Information: Exchanged, given, or received 
No action 

No report taken 

Parking ticket 

Report taken 

Summons issued 

Turned over to ...(specify) 

Unfounded 

Unable to locate (or gone on arrival) 
Vehicle towed 

Warrant advised 

Warning given 


C. Use of Alert Tone: The alert tone will be used by the dispatcher to get the 
attention of all police units on the radio system prior to broadcasting important 
information. In addition, any transmission utilizing the alert tone will also be 
simulcast on all police channels (except Narcotics). The following procedure for 
alert tones will be used. 


1. 1 special “warble” tone: Signal 1 

2. 1 standard tone: CLEAR THE AIR, Priority 1 & selected Priority 2 calls 
D. Use of Signal 1 Code (Officer in Immediate Danger) 

1. Voice Initiated - A voice initiated Signal 1 may be called by: 


a) Any officer, when faced with a situation that appears to be uncontrollable 
or which may lead to imminent danger of bodily harm or death. Officers 
calling a Signal 1 will, if possible, advise the dispatcher of their exact 
location, nature of the trouble, the presence of injured persons, and 
specific hazards (i.e. a sniper, armed person, or crowd) so that responding 
units will be alerted prior to their arrival. 


b) The dispatcher, upon belief that the above circumstances exist and that 
officer(s) may be unable to request assistance themselves, or upon 
receiving information from another source (telephone, CB radio, etc.) that 
the officer(s) need immediate assistance. 


2. Electronic Signal 1 alert button - Officers, who are unable to verbally call a 
Signal 1, have the option of activating the red electronic Signal 1 alert button 
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on the police radio. Upon receipt of the Signal 1 alert from officers, the ECC 
will initiate the following procedure: 


E / saa 
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d) Officers arriving at the scene of a Signal 1 alert, will not park their vehicles 
in any manner that might impede the arrival of other emergency vehicles, 
or deter the orderly clearing of the area upon termination of the 
emergency. 


e) Officers will lock unattended police vehicles. 


| aD 


Ft 


E GD 


F. Format for General Broadcast (BOLO — Be On the Lookout): 


Dispatch will alert all units. Dispatch or officer may give the BOL message. 
“Attention all units; Stand by for a B.O.L.O.!” (Pause for approx. 15 seconds) 
“Attention all units! Wanted for (crime or incident, and location of occurrence); 
be on the lookout for (vehicle or person description.” Also include any further 
information available, such as if the person is armed, the last known direction of 
travel, known hangouts, actions to be taken, or contact person if found. 
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G. Format for Traffic Stops: Officers will place themselves on messages for all 
traffic stops. 


> Unit #, action, & location: “211; traffic stop; 800 block of London Blvd.” 

> [Wait for acknowledgement] 

> Tag number/state/year: “Alpha Bravo Charlie 1 2 3, VA 06 (ABC 123/VA93)” 
> Vehicle description: “Green Ford pick-up” 

> Number of occupants: “3 occupants” 


H. Format for Wanted Checks 
> Lastname, first name, middle name, race/sex, DOB, Soc # 
l. Format for Stolen Property Checks 
> Item, make or brand, (model, if applicable), serial number 
V. Criteria for the Dispatch of Police Units 
A. The ECC will screen incoming telephone calls requesting police services in order 
to assign street personnel effectively. The screening process is based on the 
following criteria: 


1. Is the incident in-progress; or did it just occur (within the last 10-minutes)? 


2. Will an officer's presence at the scene preserve life or property, or prevent a 
crime or an injury about to occur? 


3. Is an officer's presence necessary for investigative or evidence collection 
purposes? 


B. Officers will NOT be dispatched to a scene in the following situations: 


1. Vehicle lockouts, unless a potential emergency exists (i.e. small child locked 
in car) 


2. Escorts for valuables belonging to a citizen or business 
3. Routine transportation of citizens 
4. Civil situations where no crime is involved (unless a disturbance is occurring) 


5. Minor traffic accidents (if on private property and not involving DUI, reckless 
driving, hit & run, or injury 


C. Police Records will take the following types of reports for which officers will NOT 


be dispatched, even if requested by citizens (unless the suspect is still at the 
scene or other exigent circumstances exist): 
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“Cold” misdemeanor reports, to include larcenies from convenience stores 
and gas drive-offs 

Missing persons/Runaways (if reporting person is at HQ) 

Unauthorized use/Larceny of Auto/or Larceny from auto 

Lost or stolen checks/credit cards 

Petit Larceny 

Lost property 

Simple assaults 

Threatening/harassing/obscene phone calls 

Destruction of property (excluding large scale or numerous related incidents). 
Certain Supplemental reports (where no evidence is to be processed or 
collected) 


BOoNDINAWN 


VI. Call Prioritization 


Police calls for service will be prioritized into five categories based on the guidelines 
listed below. Dispatchers will give the caller an expected response time. Dispatchers 
may also change the priority of a call if warranted to do so. 


A. Priority 1 — Will be dispatched immediately upon obtaining the necessary 
information. A priority 1 call is classified as any one of the following: A police 
officer or other law enforcement/emergency personnel (i.e. deputy, medic, and 
fire fighter) in trouble Signal 1). (A minimum of two officers and a supervisor will 
be dispatched. The Shift Commander will be promptly notified of the status of 
the call.) In-Progress, life threatening situations that will possibly continue to 
escalate, or any other case when immediate police response is necessary to 
preserve life, or give aid to injured parties. A minimum of two officers will always 
be dispatched on Priority 1 calls. 


B. Priority 2 — Will be dispatched within 5 minutes. Priority 2 calls are classified as 
other in-progress or “just occurred” calls, or those involving a threat of physical 
danger not generally as great as those classified a Priority 1. Two officers will be 
dispatched on all priority 2 calls. 


C. Priority 3 — Will be dispatched within 15 minutes. Priority 3 calls are classified as 
situations in which an incident exists or has just occurred and the propensity for 
violence is minimal. Relatively expedient response is desired, and there has 
been no indication thus far that an injury has occurred, not that injury or loss of 
property is imminent. One or two officers will be dispatched, as determined by 
the situation. 


D. Priority 4 — Will be dispatched within one hour. Priority 4 calls are classified as 
crimes or situations that have already occurred and have a minimal chance of a 
crime scene being disturbed, or no crime scene. 


E. Priority 5 — NO time limit. Priority 5 calls would be those, which, due to their 


nature, do not warrant time limitations. However, a case (message) needs to be 
generated for tracking and future retrieval purposes. 
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NOTE: Priority 1 through 4 calls for police service will not be held beyond one hour without 
the approval of a police supervisor. Should this become necessary, ECC will attempt 
to call back the complainant and inform him/her that priority calls have delayed 
response to their location, and that a unit will respond as soon as one becomes 


available. 
Vil. Sequence of Unit Assignment 
A. Units will be assigned to calls as either a “primary” or “back-up” unit. The primary 


unit assigned to a call will be the unit whose patrol area encompasses the 
location of the incident. The unit whose zone adjoins that area will be assigned if 
the first unit is already on acall. Should a Priority 1, 2, or 3 call be received and 
the second unit is also unavailable, the next closest available unit will be 
assigned. If no unit is available, a street supervisor will determine if a unit should 
be pulled off of a previously assigned, lower priority call to take the higher priority 
call. If all units are already assigned to priority calls and a Priority 1 or 2 call is 
received, the closest UP Sergeant will be assigned the call until a zone unit 
becomes available and can relieve him/her. If no supervisors are available, the 
ECC (with approval from a police supervisor) may contact an adjoining 
jurisdiction for assistance until a Portsmouth unit can respond. 


B. On Priority 1 & 2 calls, any units closer than those dispatched should respond 
and notify the dispatcher. A supervisor may request the dispatcher for additional 
units. Once the scene is stabilized, all unnecessary units will clear the scene. 

On Priority 3 calls, only those units actually dispatched should respond to the 
scene. Any other units in that general area may position themselves close to, but 
not directly at the scene, in case additional assistance is needed. Street 
supervisors will monitor calls to prevent the accumulation of excessive units at a 
scene. Priority 4 and 5 calls should not be assigned to units outside of their 
designated zones unless necessary to comply with time constraints. 


Vill. Mutual Aid 


In a situation where an emergency exists which requires coordination of multi- 
jurisdictional units, the ECC or a street supervisor may order all personnel involved in 
the operation to switch to the Mutual Aid Channel for the duration of the incident or until 
such time as a single jurisdiction can conclude the operation. Such situations may 
include, but are not limited to: natural disaster, civil disorders, transportation accidents, 
and vehicle pursuits across jurisdictional boundaries. All transmissions while operating 
on Mutual Aid will be in plain language, as most jurisdictions have their own individual 
code systems. 


IX. Radio Call Signs 


The following general categories will be used for radio call sign designations. The 
appropriate Bureau or Division Commanders will assign permanent call signs (where 
applicable) to personnel under their command and will notify the Vehicle/Radio 
Coordinator and the ECC promptly of any changes. Off duty personnel that do not have 
permanently assigned radio call signs will use their 4-digit employee number as there 
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call sign. NOTE: Uniform patrol units will also use the following shift suffix designators 
(spoken in phonetics) on their unit numbers when conversing on the radio during 
periods of shift change: 


A — Nights B — Days C — Evenings(Example: 231A) 


Unit 1 - 99: Police Administrative and General Assignment units 

100 Series: Uniform Patrol — Southside units, and other UP special Assignments 

200 Series: Uniform Patrol — Northside units, and other UP special Assignments 

300 Series: Non-sworn support personnel, and units of other authorized agencies 

400 Series: Narcotics & Intelligence Unit personnel 

500 Series: Criminal Investigations Unit and ID Section personnel 

600 Series: Tactical Response Unit, K-9 Unit, Mounted Patrol Unit, and Traffic 

700 Series: CSU Personnel, On-going special patrols (Grant programs, etc.) 

800 Series: Reserved for special events (festivals, parade assignments, etc.) & 
Neighborhood Strike Team (NST) 

900 Series: Sheriff's Office units 


xX. Radio Failure 


A. 


B. System Failure: In the event of a failure of the main system, field units will still be 
able to communicate (although without the aid of the repeaters): 


1. The Shift Commander will respond to the ECC to assist in the coordination of 
police units. The senior street supervisor will respond to HQ and attempt to 
provide a communications link between the Shift Commander in ECC by 
phone, ard the UP units by portable radio. The junior street supervisor will be 
responsible for City-side mobile supervision of the UP units. 


APPROVED: 


William F. Corvello 
Chief of Police 
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